CHAPTER 8 CLASS ROSTERS

CLASS ROSTER

Training Office personnel will use this process to add and delete students from aclass. A Class
for a course must be established prior to putting students into a Class Roster (See Chapter 7 on
adding a class data record). By assigning a student to a class you establish either an alocation or
acompletion record. Allocations mean the student is assigned a spot in the class while
Completions mean they have attended the class. Completions can be filed using this option, if the
Class End Date is a past date or today's date.
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This screen can be accessed by selecting option 8 - CLASS ROSTERS from the TRAINING
OFFICE MENU.

ZOOM FUNCTIONS AVAILABLE:
a From the COURSE CODE field to the MAINTAIN CLASS DATA screen.

b. From the SSN field to the EMPLOY EE INQUIRY screen.
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c. Fromthe NAME field to the NON-EMPLQOY EE screen.
ADDING STUDENTSTO THE CLASSROSTER
a.  Input the Course Code/ID and/or other data as search criteria.

b. Depressthe FIND function key. If the class dataisin the system, the data will be displayed
in the update mode. There may be more than one Class for the same Course Code/ID. You
must page through the records using the PRV REC/NXT REC function keys or the
positional arrow keys until you find the Class for which you wish to build aroster.

NOTE: There are default values designed to be used when building a class roster. When used, al
students added to the Class Roster will have their records updated by the system automatically
upon entering student data and depressing ADD/UPD. The default values can be changed at your
discretion. If you decide not to use the default values the system will take you to the
Allocation/Completion screen after each entry to the Class Roster.

c. Depressthe NXT FORM function key. The second part of the screen containing the actual
roster of students (if any) will be displayed.

d. If there are students already assigned to the Class Roster, depress the CLR-ADD function
key. The cursor should now be resting on the first open SSN field.

NOTE: To view and retrieve employees with established Requirements for the Course for which
you are building the Class, depress the NXT FORM function key from an open SSN field. Place
the cursor on the student you wish to add to the Class Roster and depress the PRV FORM
function key. Go to step g. and continue with the ADD.

e. If there are vacancies |eft in the class, input the student (employee, non-employee or
non-servicing activity employee) desired.

(1) To find employee data, ZOOM to the EMPLOY EE INQUIRY screen from the SSN
field.

(2) To find non-employee data, ZOOM to the NON-EMPLOY EE screen for the NAME
fied.

(3) Tofind Non-Servicing Activity Employee data, depress NXT FORM function key from
the NAME field to access the NON-SERVICING ACTIVITY screen.
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f.

g.

Depress the ENTER/RETURN key.

Input a"P" as Primary or "A" as Alternate in the PRIM/ALT field.

NOTE: You cannot assign alternates to classes with a CLASS END DATE earlier than the
system date.

h.

Depress the ADD/UPD function key.

If you did not use the default values the EMPLOY EE REQUIREMENT/ALLOCATION or
MAINTAIN COMPLETIONS screen will be displayed (Reference Chapter 8, pages 8-5 and
8-6 to access these screens).

If you used the default values, and the student was successfully added to the roster, the
message ADDED will be displayed at the top right corner of the screen.

If the student is an employee, the REQUIRE EST DATE, PRI and TRN STA fields on the
screen will be generated by the system. If the student is not an employee, only the TRN STA
field will be generated by the system.

To add additional students to the roster, depress the CLR/ADD function key and return to
step e. above.

If the Class End Date has passed and you would like to file completions for the entire class,
do the following:

(1) On the top part of the screen, you must enter "Y" for the default values. Y ou may
change the valuesif desired.

(2) Depress NXT FORM function key to access the actual Class Roster.

(3) Depressthe MSS CMPL (Mass Completion) function key. The Training Status code
should now display "C" for all primary students on the Class Roster.

To add students to another Class Roster, depress PRV FORM function key and the
CLR-FIND function key and return to step a. above.

DELETING STUDENTSFROM THE CLASSROSTER

a

Input the Course Code/ID and/or other data as search criteria.
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Depress the FIND function key. If the class date isin the system, the data will be displayed
in the update mode. There may be more than one Class for the same Course Code/ID. You
must page through the records using the PRV REC/NXT REC function keys until you find
the class from which you wish to delete students.

c. Depressthe NXT FORM function key. The second part of the screen containing the actual
roster of students (if any) will be displayed.

d. Placethe cursor on the student you wish to delete by using the PRV REC/NXT REC
function keys or the positional arrow keys.

e. Depressthe DEL REC function key. The student should be deleted form the roster at this
point.

f. To delete additional students from the Class Roster, return to step d. above.

g. Todelete students from another Class Roster, depress PRV FORM function key and the

CLR-FIND function key and return to step a. above.
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a.  Thisscreen can be accessed from the CLASS ROSTER screen upon depressing the
ADD/UPD function key while adding a student to a Class if the Class End Date is greater
than the system date (Reference Chapter 8, Adding students to the Class Roster).

b. If you wish to update arecord and the Class End Date is greater than the system date, this
screen can be accessed by placing the cursor on the SSN of the student's record you wish to
update, and depress the ADD/UPD function key.

c. Makeany desired changesto the EMPLOY EE REQUIREMENT/ALLOCATION screen
and depress the ADD/UPD function key. If the record was successfully added/updated, the
message ADDED (if thisis anew record) or UPDATED will be displayed at the top right
corner of the screen and the system will return you to the MAINTAIN CLASS ROSTER
screen.

d. Depressthe PRV FORM function key to return to the top portion of the CLASS ROSTER
screen.

e. Depress PRV FORM function key twice to return to the TRAINING OFFICE MENU.
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a.  Thisscreen can be accessed from the CLASS ROSTER screen upon depressing the
ADD/UPD function key while adding a student to a Classif the Class End Date is equal or
less than the system date (Reference Chapter 8, Adding students to the Class Roster).

b. If you wish to update arecord and the Class End Date is equal to or less than the system
date, this screen can be accessed by placing the cursor on the SSN of the student's record
you wish to update, and depress the ADD/UPD function key.

c. Makeany desired changesto the MAINTAIN COMPLETIONS screen and depress the
ADD/UPD function key. If the record was successfully added/updated, the message
ADDED (if thisisanew record) or UPDATED will be displayed at the top right corner of
the screen and the system will return you to the MAINTAIN CLASS ROSTER screen.

d. Depressthe PRV FORM function key to return to the top portion of the CLASS ROSTER
screen.

e. Depress PRV FORM function key twice to return to the
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